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. O]j‘ice Memomndum « UNITED STATES GOVERNMENT

)

FROM : Chief, Property Contreol Division

SUBJECT: Report of Operations for the lonth Ending 29 February 1948

1. 3Jtatus of Fersonnel:

8.
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Q.

lack of a stenographar.

Number Of persons aut}lorized.'..’.Q.'.‘.."...."'..l'.
Number of parsons now on duty-n.-..........-..........
Number of persons now on sick leave..ccvvsisscsssscssacs

Remaining unfilled posSitionNSeeersacrvessvnvserveessonns

Chief, dervicses Branch DATE: 2 March 1948

The major personnal problem during the past month hes been the

Considerable delay has been experienced in
. expediting reports, revising manual, and transmitting corrsspondence

to Property and Supply Officers inasmuch as the above matters must be
! handwritten, prior to issuance.

2. Problems Lnocountered; During the past month, Auditors of the Froperty

Contrcl Division, have encountersd a number of problems which seem to be
prevalent in several Froperty and Supply Accounts.

That is, Froperty

and Supply Officers have delaysed posting vouchers to property records,
and, as a conssquence, said records do not reflect a true status of account-
It was also noted that sevsral Proparty Officers are not exercise-
ing sufficient control over Responsible Ufficers under their jurisdiction.
This 1s due to the lack of adeguate coordination in the transfsr of property

ability.

accounts.
auditing proparty records,

STAT

batween sub-accounts within property accounts and transfers to other property
To correct this situstion, which will lessen the time slement in
this office will issue separate procedural

instructions relative to posting vouchers immedistely to stock record accounts

and utilizing Form No. 36-24 for transfers of non-expendable property to
. other Responsible and Accountable Qfficers.
hes cooperated to

To move property or

by Property Oificers.,

3. Major Accomplishments:

8.

In accordance with recent discussions and meetings, relative to

The Chief, Supply Division,
he extent of issuing a msmorandum to the Chief, Itorage
outlining instructions to supervisors of moving crews
11y when necessary transfer documents have bsen processed

the aestaublishment of a monestary value for expendable and non-expendable

property within C.I.A., as setforth in General Regulations
following has been accomplished. ’
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(1) Property Control Cards, Form No. 3€-19, revised October
1547, to reflect total accountability of non-expsndable property,
and monstary value thersof, charged to Property and Supply Accounts,
Celsh., and designated accountability and responsibility has been
established.

(2) The monetary Value of expendeble and non-sxpendable prcperty
has been established which will be forwarded for the first recvorting
reriod ending 29 February 1948.

(3) A Property Accounting Record, Form No. 36-€3, which will
raflect the total monstary value of non-expendable proparty on hand
as of each reporting period, has bsen established.

b. The draft of the "Proparty Accounting uManuel," outlining rrocedural
instructions relative to the sccountability of agency propsrty, has been
revised and forwarded for coneurrence. Chapters pertaining to C.I.i.
Iroperty sSurvey Boerd procesedings, Reports of Inventory Adjustment, Survey
Reports, Liabilities, and {learances of C.I.A., smployees, have bsen for-
warded to the C.I.A. Property Survey Board, (Mr. | |, Chairman,
and Mr. John Warner, kiember) for revisw and comments.

c. & procedure, relative tc a droppe;e allowance of 25.00 on a
guarterly basis tor expendable supplies carried in supply &ccounts, has
been prepared and forwarded for soncurrence. & form, entitled, "Certificate
of Droppage - Minor Zxpendable supplies,” to be used for the above purpose,
which will 1list nomenclature, guantity, unit value, and value of items %o
be deleted from stock records of the Supply Officer, has bosn drafted. This
procedure in general, will eliminate administrative costs of processing
surveys for items of a low monetery value and will suthorize the Chief,
services Branch, to takse finel arproving action on such droppages. ir. John
AJarner, Asst. General Counsel, stated that,fromalegal viewpoint, author-
ization may be redelegated to the Chief, Jervices Branch, by the 0.I.A,
froparty Survey Board, to agprove such droppagses.

de During the past month, as reguested by the Chief, DBudget and Finance
Branch, this office has obtained the total numbsr of Pennlty Indicia ¥aterial
V’lthj’l CII JAI

4, Puture Plans:

&+ The rroyerty Control Division is in the process of establishing
"Idsntification Control Cards," Form No. 36-47, for such items as office
machines; recording eyuipment; yehicles; X-ray apparatus; tires; stce,
located within Property and Supply Accounts, C.I.4. The above records,
which have been partially established will »e complsted, during the ensuing
months . In order to complete this task, it will be nscessary to obtain:

(1) Serial numbers fer Jafes (all kinds) and Stamps, Time and Dats,

slectric, located in rroperty Accounts which have oseen previously
surveyed «
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(2) Serial numbers of propsrty located in Froperty Accounts,
which have not been surveyed.

(3) serial numbers of safes (all kinds ) located in Office
Geuipment and Furniture, 3upply Account No. 3.

(4) Serial numbsrs of all items located in OperationsGTAT
Supply Account ko. la

(5) 3arial numbers of property located in Construction and
installation, Account io. 7; Medical Supply Account No. 5; CTommuni-
cations 3upply Account No. 1

(6) FPurchase dates and repair coats, as the cass may be, of
all agency machines. The Chief, Supply Division, has apgreed to
assist this office in obtainirg the above information.

b. It is contemplated that the above program, whiech will indicate
specific locations of each meechinse, maintensnce ropair costs, and agency
ownership rights can bs accomplished, in its entirety, within a period of
four months.

5. Durins the month of February 1948, the following work load was
serformed by the various sections of the Property Cohtrol Division.

B
(1) V—Ouch.ers Posted."'..'..l".'l.l.l.'."""'......'....246
(2) Delivery Receipts Frocessed (Expendable)ecessessssessss500
(3) Esports of Inventory adjustments Irocessed..cieecessess 27
(‘Q:) IdEHtifica-tion Sontrol Cards Posted.............---....925
{8) omorandum Receipts - Loan Fropsrty Processed.secsseeces 2

De
(See Attached emorandum)

Coa

3urvey Reports Recoivod.ecesesssrccsrsesssescessorssannes 1
survey Reports Being Investigated.sessssevessssccsseees 9
Property Cleerances ISSusdeesvecscsessascossssseecronse 41
Property Passas Issusdesesvssssvsosssccescososoconesoans 7
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